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All of the audit work in this report was conducted in accordance 
with the legislative mandate and audit policies of 
the Public Service Commission of Canada. 
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Summary 


The Public Service Commission (PSC) broadly defines collective staffing as “an approach 
that allows for one appointment process to fill several similar positions within or between 
departments and agencies.” Collective staffing is now more widely used in the federal public 
service. As stated in the PSC’s 2009-2010 Annual Report, it is estimated that “31% of all 
internal advertised staffing processes are considered collective processes.” 


Collective staffing can be beneficial in a variety of circumstances, including the staffing 
of positions for which the turnover is significant and those that have similar requirements 
and competencies. Collective staffing processes allow managers to generate, from a single 
advertised process, a pool of candidates from which they may appoint. 


The objective of the audit was to determine whether collective staffing processes and 
their resulting appointments complied with the Public Service Employment Act, the PSC 
Appointment Framework, related organizational policies and other governing authorities. 
In addition, the audit team was to identify the characteristics of the various types of 
collective staffing, establish how organizations manage collective staffing processes 

and recognize noteworthy practices. 


The audit focused on four organizations: Canadian Heritage, Canadian International 
Development Agency, Citizenship and Immigration Canada and Statistics Canada. 


For the majority of appointment processes reviewed, which had advertised more than one 
position, the organization was successful in appointing candidates to all positions available. 


Those interviewed for the audit considered that planning, clear roles and responsibilities 
and management commitment were critical success factors for collective staffing. They also 
indicated that clear parameters for the management of collective stafing, whether formal 
or informal, could provide many advantages, including the allocation of adequate resources 
and realistic timelines, as well as a clear understanding of the management of pools for 
managers and human resources advisors involved in the process. Tools, training and 
communications are also critical success factors for collective staffing. 


The review of appointment files indicated that merit was generally met in collective staffing 
processes, as well as for advertised and non-advertised subsequent appointments made as a 
result of another appointment process. 


The organizations indicated that time to staff was a significant challenge for collective staffing 
for a number of reasons, including volume management and the availability of board 
members. As per information found in the PSC’s 2009-2010 Annual Report, time to staff 
for a collective process, when compared with time to staff for a distinct process, is more 
time consuming by 15%. Time to staff for collective staffing can be seen from two different 
perspectives. The time required for a hiring manager from initiating and completing 
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a collective staffing process can be significant when compared to the fairly quick turnaround 
involved for another hiring manager to subsequently select and appoint from a pool that has 
already been created. It can be six times faster for a manager to draw from a pool than to 
conduct a distinct process. 


9. Asset qualifications were identified on the statement of merit criteria for most collective 
staffing processes reviewed. Less than half of the appointment decisions referred to these 
assets. However, the audit found that the justification for the appointment decision was 
a challenge for some managers. In some instances, the justification was not linked to the 
statement of merit criteria. 


10. Issues were also identified with regard to respecting the guiding values. The audit found 
that, in some appointments from a collective process, the advertisement did not contain 
sufficient information for applicants. For example, there was no indication of the duration 
of the position to be staffed. For many subsequent appointments made from a distinct 
appointment process, the original advertisement did not clearly indicate how the results 
of the pool would be used. 


11. ‘The review of appointment files found that, in a few cases of subsequent appointments from 
another process, the position was not similar to the original one advertised. 


12. ‘The review of appointment files found that one of the collective staffing processes limited 
their area of selection to designated groups. Nonetheless, in many appointment processes, 
employment equity was identified as an organizational need. The audit found that few 
appointments from collective processes used this criterion for the appointment decision. 
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Introduction 


Background 


13. ‘The 2008-2009 Annual Report of the Public Service Commission (PSC) states that 
“by working together, managers can share costs, staffing knowledge and assessment tools. 
Collective staffing can be particularly effective when staffing a variety of similar entry- 
level positions, [...] or when there is a need to attract a high number of candidates [...]. ” 
Collective staffing processes allow managers to generate, from an advertised process, a pool 
of candidates from which they may appoint. 


14. _ In that context, participating in collective processes and creating pools of partially or fully 
assessed candidates can help managers find qualified persons quickly. As shown in Table 1, 
it can be advantageous to proceed with collective staffing. 


Table 1: Reasons for using collective staffing 


Collective staffing processes can be 


Collective staffing processes offer: advantageous when: 


¢ There is a high turnover within large numbers 


¢ The possibility to staff several positions in Je a 
of similar positions; 


a single process, allowing for savings in time 
and effort for managers and human resources 
specialists; 


¢ Resource pools for these positions have been 
exhausted before they expire; 


e A project management approach linked to 
organizational planning; 


e Changes in business activities require a 
significant increase in the supply of similar skills 
and competencies; and 


¢ Opportunities to develop common tools and 
processes; and 


¢ Other regions and/or organizations have similar 
staffing requirements. 


¢ Relief from some of the pressures imposed 
by repetitive independent processes. 


Source: The Manager's Collective Staffing Handbook, Canada School of Public Service, April 2008 


15. A review of Departmental Staffing Accountability Reports (DSAR)' shows that collective 
staffing practices vary greatly among organizations. While some organizations are in 
the process of developing collective staffing units to manage large collective processes, 
others, who may not have that same capacity, may use the results of processes from other 
organizations to make appointments from pools. 


16. There are many similarities between distinct and collective staffing processes. For example, 
collective staffing processes follow the same general steps and decision points as other 


| As the most recent versions of the DSARs were not available at the time of analysis, the previous year's results 
were reviewed. 
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appointment processes. Further, collective staffing processes and resulting appointments 
must adhere to the Public Service Employment Act (PSEA) and other legislative 
requirements, while ensuring respect of the core values of merit and non-partisanship 
and the guiding values of fairness, access, transparency and representativeness. However, 
collective staffing does create unique opportunities, challenges and risks. 


Focus of the audit 


17. This audit was initiated for the purpose of identifying noteworthy practices and determining 
risk areas in collective staffing. Given its broad goals, it was determined that a government- 
wide audit would be the appropriate way to explore these issues. 


18. The objective of the audit was to determine whether collective staffing processes and 
resulting appointments complied with the PSEA, the PSC Appointment Framework, 
related organizational policies and other governing authorities. In addition, the audit team 
was to identify the characteristics of the various types of collective staffing, establish how 
organizations manage collective staffing processes and recognize noteworthy practices. 


Approach 


19. The audit focused on collective staffing processes in four organizations based on the following 
selection criteria: they had a critical mass of multi-appointment processes; they were 
organizations with various practices in place as outlined in their DSAR; and they were 
a mix of medium-sized and large organizations. On that basis, the organizations selected 
were Canadian Heritage, Canadian International Development Agency, Citizenship and 
Immigration Canada and Statistics Canada. 


20. ‘The audit included interviews with PSC stakeholders to identify the key issues surrounding 
collective staffing processes. Further, the PSC completed interviews and a review 
of appointments and other related documentation from the four organizations selected 
to obtain an understanding of how these organizations define collective staffing and how 
they manage such processes. 


21. ‘The audit also included a review of 36 randomly selected collective staffing processes 
(which resulted in a total of 166 appointments reviewed), 36 randomly selected advertised 
subsequent appointments from a distinct appointment process and 15 non-advertised 
subsequent appointments from another process? for the period of April 1, 2008, 
to March 31, 2009. Distinct appointment processes that, as a result of one or 


a Organizations were requested to provide a list of non-advertised appointments from other processes; three of the 
four organizations selected did not have nine or more non-advertised processes from which to randomly select to 
ensure a representative sample and, therefore, a review was conducted of all of their non-advertised appointments 


from other processes; for the remaining organization, ten non-advertised appointments from other processes were 
randomly selected. 
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more subsequent appointments, became a collective process were included in 

the audit. However, given that collective staffing processes are initiated to staff several 
positions and that subsequent appointments from a distinct appointment process are 
initiated to staff a single position, the approach taken to manage such processes and the 
resulting risks may differ. As a result, the findings are presented separately. See Table 2 
for further sampling information. 


Table 2: Appointments audited (sample) 


Advertised 
subsequent Non-advertised 
Appointments appointments subsequent 
from a collective froma distinct | appointments from Total 
Type of process staffing process' process another process appointments 


94 
(21 processes) 


External ue 
(15 processes) 

166 
(36 processes) 


Source: Audit and Data Services Branch, Public Service Commission, Review of audited appointment processes 


Internal 


'For collective staffing processes, five appointments were randomly selected and reviewed to enable an analysis of 
the process. For appointments from pools, one subsequent appointment was randomly selected and reviewed to enable 
an analysis, not of the process, but rather of the appointment itself. 


22. For more information regarding the objectives and methodology, refer to the section entitled 
About the audit at the end of this report. 


en nnn ean 
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Observations 


Characteristics of collective staffing 


Defining collective staffing 


23. As per the 2009-2010 Annual Report of the Public Service Commission (PSC), collective 
staffing is broadly defined as “an approach that allows for one appointment process to fill 
several similar positions within or between departments and agencies.” There are, however, 

a number of definitions for collective staffing currently in use in the federal public service. 
At one end of the spectrum, a collective staffing process could be one that requires a 
collaborative effort in which many managers work together to staff several positions; at the 
other end, an advertised process for a single position that resulted in one or more subsequent 
appointments from that process could also be considered a collective staffing process. 


24. ‘The audit confirmed that, while the definition of collective staffing may vary, the result 
remains one process to staff several similar positions. 


25. The PSC provided clarification regarding collective processes. A Letter to Heads of Human 
Resources (HR) on “Advertised vs. Non-advertised Appointments for collective staffing 
processes” (08-02) was issued in January 2008. The PSC provided examples of how to 
advertise positions and how to determine whether an appointment from such a process is 
considered advertised or non-advertised. For example, “[...] managers can make advertised 
appointments from a pool if the advertisement includes information clearly indicating 
how, by whom; and for what occupational groups and/or level(s) the results of the collective 
appointment process may be used. [...] managers can make appointments in cases where 
the information regarding the position, level or organization has not been included in the 
advertisement; however, the ensuing appointment(s) is considered non-advertised.” 


26. ‘The results of the appointment file review demonstrated that organizations accurately 
reported appointments from pools as either advertised or non-advertised. There were only 
three instances where the choice of appointment process did not respect the criteria for an 
advertised appointment from a pool and should, as a result, have been reported as a non- 
advertised appointment. 


27. For the purposes of this audit, collective staffing is identified as an appointment process that 
advertises multiple positions. An advertised or non-advertised subsequent appointment is 
defined as an appointment from a pool created from another distinct or collective process. 


Profile of collective staffing 


28. As noted in the PSC’s 2009-2010 Annual Report, “based on information of internal staffing 
processes from Publiservice, in 2009-2010, organizations continued to make increasing use 
of the collective staffing processes. The PSC estimates that approximately 31% of all internal 
advertised staffing processes are considered collective processes.” 
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29. ‘To extract a more refined profile of collective staffing and to identify the circumstances 
leading to multiple appointments, we conducted an analysis of 200 randomly selected 
internal appointment processes’ that generated more than one appointment from the same 
process. This sample was selected from the PSC’s Departmental Staffing Activity Information 
System (DSAIS) total public service appointment population for the 2008-2009 fiscal period.‘ 
This review demonstrated that, although there are different reasons for an organization to 
make numerous appointments from a single process, the majority of such appointments 
resulted from the following two circumstances: a collective process that advertised more 
than one position to be staffed in a variety of sectors; or an advertised process for a single 
position that became a collective process as a result of a subsequent appointment from that 
process.’ A variety of other reasons also exist in the remainder of the sample, for example, 
the reclassification of a number of employees from one occupational group to another. 
These are not considered collective processes. Refer to Exhibit 1. 


Exhibit 1: Circumstances leading to multi-appointment processes 


@ Collective staffing processes 


C Advertised subsequent appointments 
from a distinct process 


[4 Other multi-appointment processes 


n = 200 


Source: Audit and Data Services Branch, Public Service Commission, Analysis of appointment processes 


3 This sample was collected for analytical purposes and should not be confused with the sample of 36 collective 
staffing processes selected for audit purposes. 


> 


This analysis did not include external appointment processes; this information is not readily available for review 

on jobs.gc.ca (external Web site used for advertising public service processes). Further, this analysis did not capture 
non-advertised appointments from pools, given that in such cases a different process number is used by 

the organization. 


on 


A distinct process is one that advertises only one position to be staffed, but can result in the creation ofa pool. 
A subsequent appointment can then be made to another position within the same or to a different organization. 
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30. Furthermore, the analysis of 100 of the 200 randomly selected appointment processes from 
the DSAIS showed that collective staffing processes were used to staff an average of four 
positions. As few as 2 and as many as 29 positions were staffed in this manner. 


31. Evidence provided by the four organizations selected indicated that collective staffing 
processes are mostly used for entry- and intermediate-level positions with similar 
requirements. The analysis® of 100 of the 200 randomly selected appointment processes 
found that collective staffing processes are generally used to staff a variety of groups and 
levels. More than half of those processes were for the following four occupational groups: 
11% Clerical and Regulatory (CR), 23% Administrative Services (AS), 15% Program 
Administration (PM) and 12% Economics, Sociology and Statistics (ES).’ The remaining 
were for 18 other occupational groups that individually represented less than 10% of the 
total. Refer to Exhibit 2. 


Exhibit 2: Frequency of collective staffing processes for various 
occupational groups 


50 


40 


PM ES Others 


Source: Audit and Data Services Branch, Public Service Commission, Analysis of appointment processes 


32. An estimate based on the total appointment information captured from the DSAIS for the 
2008-2009 fiscal period shows that large organizations use processes that lead to more than 
one appointment from the same process in 41% of their appointments. These can include 
both advertised collective staffing processes and subsequent appointments from a distinct 
appointment process. Medium-sized organizations rely on such processes in 32% of 
appointments made, compared with 21% in the case of small organizations. 


® The analysis of 200 randomly selected appointment processes included 100 collective processes, 53 advertised 
appointments from pools and 47 processes that were neither collective nor from a pool. Only the 100 collective 
processes were used for this analysis. 


J This group has, since June 2009, been converted to the Economics and Social Science Services group, which now 
includes both the former Economics, Sociology and Statistics and Social Science Support groups. 
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DS: 


34, 


32. 


36. 


37. 


Key success factors for collective staffing 


Rate of success 


Defining the success of collective staffing processes is challenging. One aspect of success is 
the level of compliance of appointments made from such processes, which will be addressed 
in a later section of this report. Further, for the purposes of this audit, a collective process 

is considered successful if the number of persons appointed is equal to or greater than the 
number of positions advertised. As a result, the success rate is measured as a comparison 
between the number of positions advertised and the number of persons appointed. There was 
a strong success rate among the various collective staffing processes audited. In 21 of 23 
processes that advertised multiple positions,* the number of persons appointed was equal to or 
exceeded the number of appointments anticipated. As a result, persons were appointed in all 
positions to be staffed. 


An analysis of the sample of collective staffing processes reviewed indicated that many pools 
became inactive, given that the number of candidates found qualified and placed in these 
pools exceeded the number of appointments in 25 of these 36 processes. One of the reasons 
found was that all qualified candidates are automatically placed in the pool regardless of the 
number of positions to be filled. 


Planning is essential 


As per the documentation reviewed as a result of the audit, the creation of pools could 
provide for significant efficiencies in appointing qualified candidates to future vacant 
positions. We expected the organizations to have a plan identifying their HR needs and 
a clear link to staffing strategies, including collective staffing, to address those needs. 


The majority of persons interviewed indicated that planning was a critical success factor 

for collective staffing. However, a review of HR plans and staffing strategies for the four 
organizations included in the audit showed a difference in the level of HR planning for 
collective staffing processes. Only Statistics Canada had established a clear relationship 
between the HR gaps identified in their plan and their proposed collective staffing strategies 
for the various groups and levels. 


Approaches should be adapted to the needs of the organization 


The audit found a variety of approaches for managing collective staffing. Of the four 
organizations included in this audit, one has a collective staffing unit that is responsible 
for co-ordinating and managing collective staffing. Another, which approaches collective 
staffing from an organizational perspective, has a dedicated project team of operational 


8 Only 23 of the 36 collective staffing processes specified the number of positions available and were therefore used 
for this comparison. The remaining indicated, for example, various positions to be staffed. 
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managers responsible for each of their collective staffing processes. One uses a project 
management approach for collective staffing and has developed related tools. The remaining 
organization approaches collective staffing on an ad hoc basis. 


Canadian Heritage establishes for all of its collective processes a memorandum of understanding 
outlining roles and responsibilities, the critical path and the number of positions to be posted. 
Citizenship and Immigration Canada has created a list of active pools that is available on 


their intranet to all hiring managers. 


38. 


39. 


40. 


4}. 


42. 


43. 


The role of HR is defined as providing advice, developing tools and offering support to 
clients, as needed. They are further responsible for advising managers of the availability 
of pools (which, as per interviews, are generally valid for one year) prior to the manager 
initiating a new process. 


Many interviews conducted revealed other factors of success, including clear roles and 
responsibilities, planning of resources, realistic timelines, understanding of the management 
of pools and selection committee engagement. Whether roles and responsibilities were 
established on a formal or informal basis, they were seen as critical to ensuring the success 
of collective staffing. 


Other success factors 


Our interviews also indicated that management commitment, training and communications 
and tools are also critical to the success of collective staffing processes. 


As a result of its management commitment to integrated business and HR planning, 
collective staffing is the chosen option at Statistics Canada. The organization has established 
a governance model that is reflected in its HR management practices, including various HR 
committees, management accountability and staffing strategies that are supported in their 
HR planning. Management commitment is important, given the significant human and 
financial resources, as well as the time required of selection committee members for large 
collective staffing processes. 


Interviews with the four organizations indicate that selection board members have been 
provided with training on such topics as conducting interviews and informal discussion. 
This is essential to ensuring a common understanding and approach to the application of 
the screening and assessment methods. Also, a number of tools such as models for standard 
phrasing in advertisements, a justification template for the appointment decision, project 
management charts and other valuable instruments have been developed to facilitate 
collective staffing processes. 


Based on our audit, proactive and effective communication is seen as a noteworthy practice 
for collective staffing initiatives. Persons interviewed also identified ongoing communication 
with applicants as a key success factor for large collective staffing processes. To manage the 
candidates’ expectations, the following information should be communicated or available 
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to candidates: the number of positions available; the duration of the pool; the intent of the 
process; and what to expect throughout the process. An example of this was an information 
session held at the beginning of the process to inform applicants of the steps to be expected. 


Statistics Canada offers a bulletin to applicants informing them of the progress/stage 


of the staffing process and providing them with statistics for each phase of the process. 


Challenges for collective staffing 


Meeting merit 


44. Collective staffing processes, as with distinct appointment processes, require that 
appointment decisions be based on merit and that they be free from political influence. 
The person appointed must meet all of the essential qualifications as well as any asset 
qualifications, operational requirements and organizational needs that were used to make 
the appointment decision. 


45. We expected appointments to comply with the Public Service Employment Act (PSEA) and 
merit to be respected. The review of appointment files demonstrated that merit was met in 
70% (116 of 166) of appointments. See Table 3 for a summary of the audit findings. 


Table 3: Observations concerning merit 


Number of 
appointments from 


sepals ae collective staffing 


processes 


Assessment tools or methods evaluated the essential 
qualifications and other merit criteria identified for the 
appointment; the person appointed met these requirements. 


Assessment tools and methods did not demonstrate that the 
person appointed met the identified requirements. 


116 (70%) 


Merit was not 
demonstrated 


46 (28%) 


The person appointed failed to meet one or more of 
the essential qualifications or other applicable merit 
criteria identified. 


Merit was 
not met 


4 (2%) 


tt 


166 (100%) . 


Total appointments audited 


Source: Audit and Data Services Branch, Public Service Commission, Review of audited appointment processes 


46. For appointments from a collective staffing process, the audit found that, in 28% (46 of 166) 
of appointments, merit was not demonstrated; there was insufficient evidence that the 
person appointed met all the essential qualifications for the work to be performed. In such 

-cases, there was either an incomplete assessment of qualifications or no documentation to 
demonstrate that merit was respected. 
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47. Further, the audit found evidence that, in 2% (4 of 166) of appointments from a collective 
staffing process, the person appointed did not appear to meet one or more of the essential 
qualifications or other merit criteria used to make the appointment decision. 


Time to staff 


48. Efficiency gains are a key incentive for using collective staffing. Time to staff is a revealing 
indicator of whether this has been achieved. For the purposes of this audit, time to staff 
for collective staffing processes is identified as the time elapsed between the date of 
advertisement and the date of appointment (for external processes) or the date of first 
notification (for internal processes). The organizations involved in the audit were unanimous 
in finding that time to staff was a significant challenge for collective staffing for numerous 
reasons, including volume management and the availability of board members. 


49. As per the PSC’s 2009-2010 Annual Report, time to staff is estimated at an average 
24.7 weeks for collective staffing processes and 21.5 weeks for distinct processes. It is clear 
that collective processes are more time-consuming than distinct processes, as they are 
15% longer. 


50. ‘Those interviewed specified that the notification process and informal discussion were also 
very time-consuming and challenging for collective stafhng. The Canada School of Public 
Service, which developed learning tools for collective staffing, including a Best Practices 
Manual based on lessons learned, proposed to address this challenge by building informal 
discussion throughout the process and ensuring complete assessment documentation to 
facilitate the discussion. 


51. The PSC is developing a Notification Exclusion Approval Order. This would streamline 
the notification process when persons are appointed from pools such that those already 
eliminated from the pool would not have to be notified each time an appointment is made. 


52. Finally, time to staff for collective staffing can be seen from two different perspectives. 
The time required for a hiring manager from initiating to completing a collective staffing 
process can be significant when compared to the fairly quick turnaround involved for 
another hiring manager to subsequently select and appoint from a pool that has already 
been created. In the sample of appointments where managers appointed persons directly 
from a pool, the audit found that time to staff was, on average, 3.3 weeks (i.e. six times faster 
than a distinct appointment process, as per the PSC’s 2009-2010 Annual Report). 


Appointment decision 


53. The requirement to establish a statement of merit criteria to fit the needs of the various 
positions involved in the collective staffing process is seen as a challenge from the perspective 
of those interviewed. As per the Canada School of Public Service’s Best Practices Manual, 
identifying fewer essential qualifications and including asset qualifications will allow hiring 
managers to benefit from the flexibilities of the PSEA. Yet, some organizations indicate 
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that the generic nature of the statement of merit criteria may create difficulties in finding 
qualified persons for more specialized or technical positions, and therefore in making 
the appointment decision. 


54. A review of a random sample of collective staffing processes indicated that most include 
asset qualifications in the statement of merit criteria. Of 36 collective staffing processes 
reviewed, only 3 had no asset qualifications identified in the statement of merit criteria. 
However, of the remaining 33 processes resulting in 152 appointments, 88 had not used 
assets to make the appointment decision. 


55. For appointments from a collective staffing process, we expected the justification 
for the appointment decision to be linked to the statement of merit criteria. 


56. Interviews and the appointment file review indicated that the justification for appointment 
decisions was a challenge for some hiring managers. In 17 of 166 appointments from a 
collective staffing process, the justification for the appointment decision was not linked to 
the statement of merit criteria. In some cases, the appointment decision was mostly based 
on the fact that the person had been acting in the position and was therefore qualified. 

In a further 28 cases, there was no justification for the appointment decision. 


Risks to the guiding values 


57. We expected appointments and appointment processes to respect the guiding values 
of fairness, access, transparency and representativeness. 


58. ‘The audit found practices in 73 of 166 appointments from a collective staffing process 
that did not demonstrate respect of these values. For 7 of 36 collective processes, 
the advertisement did not contain sufficient information for applicants. For example, 
there was no indication of the duration of the positions to be staffed. 


59. ‘The audit found a few cases of suspected error, omission or improper conduct that may 
have provided an unfair advantage or preferential treatment to the person appointed. 
Such practices were found in 4 of 166 appointments from a collective staffing process. 


One organization proceeded with a priority clearance request for CBC imperative staffing for 
eight positions. However, two appointments were made BBB imperative and a further two 
were BBB non-imperative, although a new priority clearance number had not been requested. 


60. While organizations respected the need to obtain a priority clearance number prior to 
the appointment in more than 87% of cases, the review of appointment information from 
collective staffing processes indicated that the period of time that had elapsed between 
the priority clearance being obtained and the actual date of appointment was in some 
cases significant. In 38 of 166 appointments from a collective staffing process, the period 
elapsed exceeded 6 months and, in some cases, 12 months. See Exhibit 3. During that 
time, other priority persons could have been identified for assessment against the essential 
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qualifications of the position. In addition, some organizations proceeded with a request 
for multiple priority clearances at the onset and identified the specific requirements of the 
position at a later stage. If the essential qualifications changed, the organization would 
require a new priority clearance number. This requirement is outlined in the PSC Guide on 
Priority Administration. 


Exhibit 3: Interval between obtaining a priority clearance and 
the date of appointment 


Less than 3to 6 More than More than 
3 months months 6 months but 12 months 
less than 12 months 


Source: Audit and Data Services Branch, Public Service Commission, Review of audited appointment processes 


Employment equity 


61. It is considered a good practice to ensure employment equity (EE) representation of selection 
board members for all assessment phases. One organization ensures the representativeness 
of its selection board members for its large collective processes. Interviews indicated that EE 
was integrated into collective staffing processes, that EE needs were often included under 
organizational needs in the advertisement and that hiring managers could make an 
appointment decision based on EE. 


62. ‘The review of appointment files found that one of the collective staffing processes had an area 
of selection limited to designated groups. In addition, in 26 of 36 appointment processes, EE 
was identified as an organizational need. The audit found that 3 of 166 appointments from a 
collective staffing process used an EE criterion for the appointment decision. 


63. Asa result of the file review within the four organizations, the following information 
was gathered regarding EE representation and drop-off rates at the selection phase of each 
process.’ The drop-off rate is defined as the decrease between the percentage of persons 


* This information has limitations, given that self-declaration is not mandatory, except if the area of selection is limited 
to EE groups for appointment processes, and may therefore result in the under-estimation of actual EE representation. 
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from EE groups who have been found qualified and the percentage of those who have been 
appointed. See Table 4. For the purpose of this audit, women are not included as members 
of designated groups. Therefore, the reference group includes both men and women who are 
not members of the three following EE groups — visible minorities, Aboriginal peoples and 
persons with disabilities. 


64. ‘The audit found that there is no significant drop-off (less than 1%) for Aboriginal peoples 
and persons with disabilities in the four organizations involved in the audit. Further, one 
organization appointed a greater percentage than that found qualified for visible minorities, 
while for the three others a drop-off was found. However, the drop-off for visible minorities 
is significant in only one of the three organizations. For this organization, visible minorities 
averaged 15.67% of persons found qualified but only 7.89% of persons appointed, for a total 
drop-off of 7.78%. The organization has indicated that its overall representation for this 
EE group is above their workforce availability. 


Table 4: Employment equity drop-off rate for visible minorities 


Total Total visible minorities 


number of Total =e 
qualified number of soll ae tae Appointments Drop-off 
: : in pools 
candidates | appointments 


Organization (Q) (A) aera % (Q-A) 


Canadian 
Heritage 


Canadian 
International 
Development 
Agency 


15.67% 


Citizenship 
and 

Immigration 
Canada 


Statistics 
Canada 


15.23% 35 13.41% 1.82% 


11.99% 


Source: Audit and Data Services Branch, Public Service Commission, Review of audited appointment processes 


Challenges for subsequent appointments made from 
a distinct process 


65. The audit also included a review of advertised processes for a single position that became 
a collective process as a result of a subsequent appointment from that process. 
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66. We expected appointments to comply with the PSEA and merit to be respected. For 28% 
(10 of 36) of advertised subsequent appointments from a distinct appointment process, 
and for 47% (7 of 15) of non-advertised subsequent appointments from another process, 
there was insufficient evidence that the person appointed met all of the essential 
qualifications for the work to be performed. Refer to Table 5. 


One organization proceeded with a subsequent appointment from an advertised distinct 
appointment process and created a different statement of merit criteria to reflect the position 
being staffed. The audit found that the differences identified in the essential qualifications 

had not been assessed. 


67. Further, the audit found evidence that the person appointed did not appear to meet one or 
more essential qualifications or other merit criteria used to make the appointment decision 
in 3% (1 of 36) of advertised subsequent appointments from a distinct appointment process. 


Table 5: Observations concerning merit 


Number of subsequent 
appointments from 


Observations another process 


Non- 
Advertised advertised 


Assessment tools or methods evaluated the 
essential qualifications and other merit criteria 
identified for the appointment; the person 
appointed met these requirements. 


Assessment tools and methods did not 
demonstrate that the person appointed met 10 (28%) 7 (47%) 
the identified requirements. 


Merit was met 


25 (69%) 8 (53%) 


Merit was not 
demonstrated 


The person appointed failed to meet one or more 


bs wes of the essential qualifications or other applicable 1 (3%) 0 (0%) 
et Be yates ie 

merit criteria identified. 
Total appointments audited 36 (100%) 15 (100%) 


Source: Audit and Data Services Branch, Public Service Commission, Review of audited appointment processes 


68. We expected the justification for the appointment decision to be linked to the statement 
of merit criteria. However, this was not the case in 7 of 36 advertised subsequent 
appointments from a distinct appointment process. 


69. We also expected appointments and appointment processes to respect the guiding values 
of fairness, access, transparency and representativeness. For 2 of 36 advertised subsequent 
appointments from a distinct appointment process, the advertisement did not provide any 
information indicating that a pool would be created or how the results of the pool could be 
used. Moreover, in 34 of 36 appointments, the information about the advertisement did not 
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clearly indicate how the results of the pool could be used. For example, the advertisement 
included a generic statement indicating that a pool would be created to staff similar positions. 
In spite of this, it did not specify how and by whom the results could be used. 


70. ‘The audit also found that, for 2 of 36 advertised subsequent appointments from a distinct 
appointment process and for 3 of 15 non-advertised subsequent appointments from another 
process, the position was not similar to the one advertised that resulted in the creation of 
a pool. For example, although the position was at the same group and level, the position 
functions were not comparable and would likely have led to different essential qualifications 
and another pool of applicants. 


71. The audit found cases of suspected error, omission or improper conduct that may 
have provided an unfair advantage or preferential treatment to the person appointed. 
Such practices were found in 3 of 36 advertised subsequent appointments from a distinct 
appointment process and in 3 of 15 non-advertised subsequent appointments from 
another process. 


One organization proceeded with a collective staffing process that included the staffing of 
position X. A candidate who had been acting in this same position applied but was not found 
qualified in the collective process. A list of more than 30 qualified candidates was established 

as a result of this process. Although the pool of qualified candidates remained valid, the 
organization proceeded with a non-advertised appointment of this candidate to position X 
based on the results of another process at the same group and level with different essential 
qualifications and within a different sector in the organization. Though this is not typical, 


it illustrates the challenges to the values that could arise as a result of collective staffing. 


72. For advertised subsequent appointments from an internal distinct appointment process, 
for recourse purposes, we expected the notification of appointment to include candidates in 
the area of selection who participated in the original process. This was respected in almost 
all of the internal advertised appointments. Although this is not currently required by the 
PSC, the audit found that the area of selection did not include all persons affected by the 
appointment decision in all internal appointments.” 


73. Conversely, for internal non-advertised subsequent appointments from another process, 
we expected the notification of appointment to include all persons affected by the 
appointment decision. This was respected in all internal non-advertised appointments. 


10 Persons may not have applied to a distinct appointment process for a position in another sector; however, they were 
affected by the decision to appoint a person from a poo! to their sector. 
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Conclusion 


74. The Public Service Commission (PSC) broadly defines collective staffing as “an approach 
that allows for one appointment process to fill several similar positions within or between 
departments and agencies.” Collective staffing is now more widely used in the federal public 
service. As stated in the PSC’s 2009-2010 Annual Report, it is estimated that “31% of all 
internal advertised staffing processes are considered collective processes.” 


75. Collective staffing processes have the potential to increase the efficiency of staffing processes. 
The audit identified critical success factors for collective staffing such as planning, management 
commitment and communications. These are important given the significant human and 
financial resources as well as the time required of selection committee members for large 
collective staffing processes. 


76. ‘The audit found that merit was generally met in appointments made from collective processes, 
including subsequent appointments made from another process. However, the audit found 
that the justification for the appointment decision was a challenge for some managers. 
Issues were also identified with regard to respecting the guiding values, including the 
transparency of advertisements that result in the creation of a pool. 


77. The organizations involved in the audit were unanimous in finding that time to staff was a 
significant challenge for collective staffing. However, in almost all of the collective staffing 
processes reviewed, the number of persons appointed was equal to or exceeded the number 
of appointments anticipated. As a result, persons were appointed in all positions to be staffed. 


78. Time to staff for collective staffing can be seen from two different perspectives. The time 
required for a hiring manager who is responsible for initiating and completing a collective 
staffing process can be significant when compared to the fairly quick turnaround involved 
for another hiring manager to subsequently select and appoint from a pool that has already 
been created. It can be six times faster for a manager to draw from a pool than to lead 
a distinct appointment process. 


79. ‘The review of appointment files indicated that one of the collective processes limited its area 
of selection to designated groups; in addition, for many appointment processes reviewed, 
employment equity was identified as an organizational need. Further, some appointments 
from collective processes used this criterion for the appointment decision. 
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About the audit 


Objective 


The objective of the audit was to determine whether collective staffing processes and resulting 
appointments complied with the Public Service Employment Act (PSEA), the Public Service 
Commission (PSC) Appointment Framework, related organizational policies and other 
governing authorities. 


In addition, the audit team was to identify the characteristics of the various types of collective 
staffing found in the federal public service, determine how organizations manage collective staffing 
processes and recognize noteworthy practices. 


Scope and approach 


The audit focused on the collective staffing processes of four organizations for the period 
of April 1, 2008, to March 31, 2009. 


Organizations were selected based on the following criteria: obtaining a critical mass of 
multi-appointment processes; obtaining organizations with various practices in place as outlined 
in their Departmental Staffing Accountability Reports; and obtaining a mix of medium-sized and 
large organizations. Very small and small organizations accounted for less than 1% of all of the 
multiple appointment processes in the public service. Consequently, they were removed from the 
scope of our audit. The organizations selected are subject to the requirements of the PSEA. 


As a result of the above selection process, the following organizations were included in the audit: 
@ Canadian Heritage; 

# Canadian International Development Agency; 

2 Citizenship and Immigration Canada; and 


a Statistics Canada. 


Multiple lines of evidence were used to address the audit objectives, including the following: 


= _ Interviews with various key stakeholders, including the following representatives within 
each organization: the Director General of Human Resources (HR), HR operations 
responsible for collective staffing and sub-delegated managers involved in collective 


staffing processes; 


= Examination of information found on Publiservice to identify the circumstances leading 


to multi-appointment processes; and 


= —__ Review of documentation from a variety of sources, including organizational HR plans and 
policies, as well as a review of appointment processes. 
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In some instances, appointments are being further reviewed by the PSC’s Investigations 
Directorate or by the deputy head to determine what, if any, further measures are required by the 
organization or the PSC. 


Audit criteria 


We expected appointments and appointment processes to respect the core values of merit and 
non-partisanship, the guiding values of fairness, access, transparency and representativeness, 
other PSEA requirements, the PSC Appointment Framework and other governing authorities. 


Summary of sampling 


Appointment processes that resulted in more than one appointment, as per information gathered 
from the PSC’s Departmental Staffing Activity Information System (DSAIS) and from the notification 
of appointments available on Publiservice (Government of Canada’s internal Web site), were used as 
the sampling frame for the selection of appointments from collective processes and for advertised 
subsequent appointments from a distinct appointment process. Non-advertised subsequent 
appointments from another process result in a different process number and therefore cannot be 
identified by the DSAIS or by notifications of appointment. Therefore, a list was submitted by each 
of the four selected organizations and was used as the sampling frame for these appointments. 
Refer to Table 6. 


Collective staffing processes may result in a number of appointments. The purpose of the review 
of collective staffing processes was to conclude that the process respected the audit criteria. 

The minimum number of appointments reviewed for such processes was five, as applicable. 

This allowed for a determination that the results found were consistent and to conclude on the 
overall process. The five appointments reviewed were randomly selected from all appointments 
made through the appointment process. 


Advertised distinct appointment processes may also result in a number of subsequent 
appointments. However, the purpose of the review of these appointments was to conclude against 
the audit criteria for the appointment itself, not the process. One appointment was randomly 
selected among all of the subsequent appointments (the original appointment made from the 
individual appointment process was excluded). 
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Table 6: Population and sample information 


Population 


Advertised Non- 
subsequent advertised 
Appointments | appointments subsequent 
DSAIS and List submitted | from collective froma appointments 
notification of by the staffing distinct from another 
Organization appointments | organization processes process process 


Canadian 244 44 
Heritage (53 processes) (10 processes) 


Canadian 
International 
Development 
Agency 


219 
(40 processes) 


34 
(7 processes) 


Citizenship and 


ae (10 processes) 


Statistics 885 40 
Canada (85 processes) (9 processes) 
1924 166 


Source: Audit and Data Services Branch, Public Service Commission of Canada, Population and sample of appointment 
processes 


576 
(91 processes) 


The representative sample of 36 collective staffing processes and 36 advertised subsequent 
appointments from a distinct appointment process allowed for the information to be collapsed 
across the selected organizations for comparisons between these two categories. Assuming a 
measured deviation rate of 20% or less, we can expect a confidence interval equal to or less than 
10% at a confidence level of 90% from these samples of processes. This allows for unqualified 
reporting of audit findings. 


The non-advertised subsequent appointments from another process, for which a complete 
review was conducted in three of the four organizations and with a random sample from 
the other organization, did not allow for a projection of results to other non-advertised 
subsequent appointments. 
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Glossary 


Aboriginal peoples (Autochtones) - As defined in the Employment Equity Act, persons who are 
Indians, Inuit or Métis. 


Abuse of authority (Abus de pouvoir) - An intentional improper use of a power. It includes bad 
faith and personal favouritism. 


Access (Accessibilité) - One of the guiding values of the Public Service Employment Act, it requires 
that persons from across the country have a reasonable opportunity to apply, and to do so 
in the official language(s) of their choice, and to be considered for public service employment. 


Acting appointment (Nomination intérimaire) - The temporary appointment of an employee to 
another position, if the appointment on a term or indeterminate basis would have 
constituted a promotion. 


Advertised appointment process (Processus de nomination annoncé) — An appointment process 
where persons in the area of selection are informed of and can apply to an appointment 
opportunity. 


Appointment (Nomination) — An action taken to confer a position or set of duties on a person. 
Appointments to and within the public service made pursuant to the Public Service 
Employment Act are based on merit and non-partisanship. 


Appointment Delegation and Accountability Instrument (ADAI) (Instrument de délégation 
et de responsabilisation en matiere de nomination - IDRN) - The formal document by 
which the Public Service Commission delegates its appointment and appointment-related 
authorities to deputy heads. It identifies authorities, any conditions related to the delegation 
and sub-delegation of these authorities and how deputy heads will be held accountable for 
the exercise of their delegated authorities. 


Appointment Framework (Cadre de nomination) — Policy instruments related to appointment 
policy, delegation and accountability, which set out the Public Service Commission’s 
expectations for deputy heads when designing their staffing systems to ensure that they 
respect legislative requirements and values guiding staffing in the public service. 


Appointment Framework Knowledge Test (AFKT) (Examen de connaissances sur le Cadre de 
nomination —- ECCN) - A test developed by the Public Service Commission (PSC) to assess 
human resources (HR) specialists’ knowledge of the PSC Appointment Framework and the 
related legislation. A condition of delegation is that deputy heads must ensure that those 
to whom authority is sub-delegated have access to HR specialists whose knowledge of the 
Appointment Framework has been validated by the PSC. 


Appointment policy (Lignes directrices en mati¢re de nomination) - A policy suite consisting 
of 11 policies on specific subjects that correspond to key decision points in the 


appointment process. 
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Area of selection (Zone de sélection) — Refers to the geographic, occupational, organizational 
and/or employment equity criteria that persons must meet in order to be eligible for an 
appointment process. (See National area of selection). 


Assessment accommodations (Mesures d’adaptation en matiére d’évaluation) - Changes or 
modifications that are made to an assessment procedure, format or content that remove 
obstacles arising from prohibited grounds of discrimination under the Canadian Human 
Rights Act; they do not modify the nature or level of the qualification that is being assessed. 


Assessment methods (Méthodes d’évaluation) — Methods such as interviews, written tests, 
reference checks and simulations designed to assess candidates against the qualifications 
for the position. 


Assessment requirements (Exigences relatives a |’évaluation) — Specific requirements set out in 
the Public Service Commission Assessment Policy to ensure that assessment processes and 
methods result in the identification of the person(s) who meet(s) the qualifications and 
other merit criteria used in making the appointment decision and provide a sound basis 
for making appointments according to merit. 


Asset qualifications (Qualifications constituant un atout) — Qualifications, other than official 
language requirements, that are not essential to perform the work, but that would benefit 
the organization or enhance the work to be performed currently or in the future. 


Assignment (Affectation) — The temporary movement of an employee at level within an 
organization to perform a set of duties or functions of another existing position or 
to take on a special project. An assignment is an administrative measure that is not 
an appointment or a deployment, and it cannot constitute a promotion or extend an 
employment period. The employee continues to be the incumbent of their substantive 
position while on assignment. 


Audit (Vérification) - An objective and systematic examination of activities that provides an 
independent assessment of the performance and management of those activities. 


Barrier (Obstacle) — Physical obstacles, policies, practices or procedures that restrict or exclude 
persons in designated groups or those protected by the Canadian Human Rights Act from 
employment-related opportunities in the federal public service. 


Casual employment (Emploi occasionnel) — A short-term employment option to hire a person. 
Under the Public Service Employment Act (PSEA), a casual worker cannot work more than 
90 working days in one calendar year in a given organization, with the exception of the 
Office of the Chief Electoral Officer, where, in certain circumstances, the maximum period 
is 165 working days in one calendar year. Other provisions of the PSEA, including the merit 
requirement and eligibility for internal appointment processes, do not apply to casual workers. 


Classification (Classification) - The occupational group, sub-group (if applicable) and level 
assigned to a person or a position. 
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Collective staffing process (Processus de dotation collective) — An approach that allows for 


one appointment process to fill several similar positions within or between departments 
and agencies. 


Corrective action (Mesures correctives) — Action taken to correct an error, omission or improper 
conduct that affected the selection of the person appointed or proposed for appointment; 
or action taken to address situations in which an employee has engaged in an inappropriate 
political activity. 


Departmental Staffing Accountability Report (DSAR) (Rapport ministériel sur l’obligation de 
rendre compte en dotation - RMORCD) - A periodic report provided by each organization 
subject to the Public Service Employment Act to the Public Service Commission (PSC) 
concerning the management and results of the organization’s staffing; provided in response 
to questions from the PSC, which are based on the Staffing Management Accountability 
Framework and the appointment values. 


Deployment (Mutation) — The movement of a person from one position to another in accordance 
with Part 3 of the Public Service Employment Act. A deployment does not constitute an 
appointment. It cannot be a promotion and cannot change the tenure of employment from 
specified term to indeterminate. A person who is deployed is no longer the incumbent of 
their previous position. 


Designated groups (Groupes désignés) — As defined in the Employment Equity Act, women, 
Aboriginal peoples, persons with disabilities and members of visible minorities. 


Employee (Fonctionnaire) — A person employed in the part of the public service to which the 
Public Service Commission has the exclusive authority to make appointments. Casual and 
part-time workers are not employees. For the purposes of political activities, it also includes 
persons employed in the following organizations: Canadian Institutes of Health Research, 
Financial Transactions and Reports Analysis Centre of Canada, Canada Revenue Agency, 
Parks Canada Agency, the National Film Board of Canada and the Public Service 
Staffing Tribunal. 


Entity audits (Vérifications d’entités) — Entity audits cover the staffing activities and issues of 
individual government departments and agencies. Generally, the objectives of these audits 
are to determine whether an organization has the appropriate framework, systems and 
practices in place to manage its staffing activities and to determine whether staffing 
activities complied with the Public Service Employment Act, other governing authorities 
and policies and the instrument of delegation signed with the Public Service Commission 
(PSC). The PSC may make recommendations to deputy heads and heads of agencies in its 
audit reports and conduct follow-up audits to ensure that the organization has taken the 
corrective actions prescribed to resolve the issues raised. 


Essential qualifications (Qualifications essentielles) — Qualifications that are necessary for the 
work to be performed and that must be met in order for a person to be appointed. 
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Exclusion Approval Orders (EAO) (Décrets d’exemption) - These orders allow for the exclusion 
of person(s) or position(s) or class of persons or positions from the application of some or 
all of the provisions of the Public Service Employment Act (PSEA), where the Public Service 
Commission (PSC) decides that it is neither practicable nor in the best interests of the 
public service to apply the PSEA or any of its provisions. An EAO requires the approval 
of the Governor in Council, and is generally accompanied by Governor in Council 
regulations, made on the recommendation of the PSC, prescribing how the excluded 
position(s) or person(s) are to be dealt with. 


Executive Group (Groupe de la direction) —- An occupational group providing leadership to the 
public service. It consists of five levels (EX-1 to EX-5). 


External appointment process (Processus de nomination externe) — A process for making one or 
more appointments in which persons may be considered, whether or not they are employed 
in the public service. 


Fairness (Justice) - One of the guiding values of the Public Service Employment Act, it requires 
that decisions be made objectively and free from political influence and personal 
favouritism; policies and practices reflect the just treatment of persons; and persons have 
the right to be assessed in the official language(s) of their choice in an appointment process. 


Fiscal year (Exercice financier) - April 1 to March 31, for the federal public service. 


Follow-up audits (Vérifications de suivi) — As a result of its audits, the Public Service Commission 
(PSC) makes recommendations to departments and agencies for improvement in their 
staffing systems and practices. The PSC may also remove or impose conditions on the 
delegation of staffing authority. It monitors the implementation of the recommendations 
and conducts follow-up audits. In those situations in which the PSC has imposed 
conditions on the delegation of staffing authority, it proceeds with follow-up audits when 
the results of the monitoring activities indicate that significant improvements have been 
made and the organization may be in a position for the PSC to remove those conditions. 


Government-wide audits (Vérifications pangouvernementales) - Government-wide audits 
cover cross-cutting issues and staffing activities across several departments and agencies. 
The Public Service Commission may, when appropriate, base its conclusions on a sample 
of organizations. Government-wide audits provide independent assessments of the 
performance and management of staffing activities in organizations subject to the 
Public Service Employment Act. They provide objective information, advice and assurance 
to Parliament and, ultimately, to Canadians on the integrity of the appointment process 
in the federal public service. 


Human resources planning (Planification des ressources humaines) — A process that identifies an 
organization's current and future human resources needs and the objectives and strategies 
planned to meet these needs. 
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Imperative appointment (Nomination impérative) — The requirement that the person appointed 
to a bilingual position meet the language requirements of the position at the time 
of appointment. 


Indeterminate (permanent) employment (Emploi pour une période indéterminée - emploi 
permanent) - Employment of no fixed duration, whether part-time, full-time or seasonal. 


Informal discussion (Discussion informelle) - The opportunity for a person eliminated from 
consideration in an internal appointment process to discuss the decision informally before 
an appointment is made. 


Internal appointment process (Processus de nomination interne) — A process for making one or 
more appointments in which only persons employed in the public service may be considered. 


Inventory (Répertoire) — A repository of persons who have responded to an advertisement and 
meet the registration condition(s); however, they are usually not yet assessed. 


Investigation (Enquéte) - An inquiry into concerns or allegations related to appointment 
processes or into allegations of improper political activities of employees. 


Language requirements of the position (Exigences linguistiques du poste) - The designation of 
a public service position, by the deputy head, as bilingual or unilingual, according to the 
following categories: bilingual, English essential, French essential or either English or 
French essential. 


Members of visible minorities (Membres des minorités visibles) — As defined in the Employment 
Equity Act, persons, other than Aboriginal peoples, who are non-Caucasian in race or 
non-white in colour. 


Merit (Mérite) — One of the core values of the Public Service Employment Act. An appointment is 
made on the basis of merit when a person to be appointed meets the essential qualifications 
of the work to be performed, as established by the deputy head, including official language 
proficiency. Any current or future asset qualifications, operational requirements, 
and organizational needs as identified by the deputy head may also be considered. 


Merit criteria (Critéres de mérite) — For the purpose of determining merit for appointments made 
pursuant to the Public Service Employment Act, the four types of criteria are essential 
qualifications, asset qualifications, organizational needs and operational requirements. 


Monitoring and feedback (Surveillance et rétroaction) — The Public Service Commission (PSC) 
monitors trends and activities to identify government-wide issues and practices that could 
pose a risk to the integrity of the staffing system. This monitoring includes a wide range 
of activities, such as data analysis and review of complaints. 
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The PSC also monitors the performance of the public service organizations that have 
delegated appointment authorities to assess the general state of the system. The PSC 
assesses their staffing performance and provides feedback to deputy heads to ensure 
continuous improvement in the public service appointment system. 


The PSC uses the Staffing Management Accountability Framework (SMAF) to review and 
assess staffing performance and to provide feedback to delegated organizations. The SMAF 
sets out the PSC’s expectations for a well-managed appointment system that respects the 
Public Service Employment Act. 


National area of selection (NAOS) (Zone nationale de sélection — ZNS) — Refers to the use of a 
geographic criterion in an area of selection that includes persons residing in Canada and 
Canadian citizens residing abroad. 


Non-advertised appointment process (Processus de nomination non annoncé) - An appointment 
process that does not meet the criteria for an advertised appointment process. 


Non-imperative appointment (Nomination non impérative) - An indeterminate appointment to 
a bilingual position that the deputy head has identified as not requiring a person who meets 
the required level of language proficiency at the time of appointment. Individuals appointed 
as a result of a non-imperative appointment either meet the language requirements at the 
time of appointment, agree to attain the required level of language proficiency within two 
years of the date of appointment or are exempted from meeting the language requirements 
of the position on medical grounds or as a result of their eligibility for an immediate 
annuity within two years of appointment. 


Non-partisanship (Impartialité politique) - One of the core values of the Public Service 
Employment Act, it is essential to a professional public service and responsible democratic 
government, and ensures that appointments and promotions to and within the public 
service are based on merit and free from political influence. It supports the capacity and 
willingness of employees to serve governments, regardless of political affiliation. It enables 
employees to provide objective policy advice and administer programs and services for 
Canadians in a politically impartial manner. 


Notification (Notification) - The two-step requirement to provide, in writing, the name(s) of 
the person(s) being considered for appointment, known as Notification of Consideration, 
and the name of the person being appointed or proposed, known as the Notification of 
Appointment or Proposal of Appointment, to persons in the area of selection who 
participated in an advertised internal appointment process and to all persons in the area 
of selection for a non-advertised internal process. 


Occupational group (Groupe professionnel) — A grouping used for classification, comprising 
similar kinds of work requiring similar skills. 
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Operational requirements (Exigences opérationnelles) — A merit criterion that relates to current 
or future requirements of the organization for the proper functioning of the work unit or 
the organization (such as work done on weekends, travel, shift work). 


Organizational needs (Besoins organisationnels) - A merit criterion relating to current or future 
needs that could enhance the way in which the organization operates or fulfills its 
mandate. Organizational needs could include the consideration of employment equity 
designated group members. 


Organizations (Organisations) — In this report, the term «organizations» refers to federal 
government departments and agencies subject to all or part of the Public Service 
Employment Act. 


Personal favouritism (Favoritisme personnel) - Involves an inappropriate action or behaviour 
by a public servant who, by using knowledge, authority or influence, provides an unfair 
advantage or preferential treatment to a current employee or to a candidate for employment 
in the public service. 


Persons with disabilities (Personnes handicapées) - As defined by the Employment Equity Act, 
persons who have a long-term or recurring physical, mental, sensory, psychiatric or 
learning impairment and who consider themselves to be disadvantaged in employment by 
reason of that impairment, or who believe that an employer or potential employer is likely 
to consider them to be disadvantaged in employment by reason of that impairment. The 
definition includes persons whose functional limitations resulting from their impairment 
have been accommodated in their current job or workplace. 


Political activity (Activité politique) - As defined by Part 7 of the Public Service Employment Act, 
political activity includes carrying on any activity in support of, within or in opposition 
to a political party; carrying on any activity in support of or in opposition to a candidate 
before or during an election period; or seeking nomination as or being a candidate in a 
federal, provincial, territorial or municipal election before or during the election period. 


Political influence (Influence politique) - Interference in the appointment process, it could include, 
but is not limited to, interference by the office of a minister or a Member of Parliament. 


Priority entitlement (Droit de priorité de nomination) — The right to be appointed to positions 
ahead of all other persons if the essential qualifications are met. There are three types of 
statutory priorities under the Public Service Employment Act (surplus employees appointed 
within their own organization, employees on leave of absence whose positions have been 
backfilled indeterminately or their replacements, and persons laid off, in that order) and 
six regulatory priorities under the Public Service Employment Regulations (in no particular 
order: surplus employees appointed outside their own organization; employees who become 
disabled; members of the Canadian Forces who are medically released and members of the 
Royal Canadian Mounted Police who are medically discharged; employees on approved 
leave to relocate with their spouse or common-law partner; employees with entitlement to 
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be reinstated to their former group/level; and surviving spouses or common-law partners 
of employees, members of the Canadian Forces and members of the Royal Canadian 
Mounted Police whose death is attributable to the performance of duties). 


Priority Information Management System (PIMS) (Systeme de gestion de l'information sur les 
priorités - SGIP) — The Public Service Commission’s Web-based tool that helps to ensure 
that entitlements to a priority in appointment are observed, as mandated by the Public 
Service Employment Act and the Public Service Employment Regulations. 


Priority person (Bénéficiaire de priorité) - A person who has an entitlement under the Public 
Service Employment Act or the Public Service Employment Regulations, for a limited period, 
to be appointed ahead of all others to vacant positions in the public service. To be appointed, . 
the person must meet the essential qualifications of the position. 


Public service (Fonction publique) - As defined by the Public Service Employment Act, the 
positions in or under the departments named in Schedule I to the Financial Administration 
Act (FAA), the organizations named in Schedule IV to the FAA and the separate agencies 
named in Schedule V to the FAA. 


Public Service Staffing Tribunal (PSST) (Tribunal de la dotation de la fonction publique -TDFP) 
~ An independent, quasi-judicial body established under the Public Service Employment 
Act, its mandate is to deal with complaints related to internal appointments, selection for 
lay-off, implementation of corrective measures ordered by the Tribunal and revocation of 
appointments. The Tribunal conducts hearings and provides mediation services in order 
to resolve these complaints. 


Recruitment (Recrutement) - Hiring from outside the public service. 


Representativeness (Représentativité) - One of the guiding values of the Public Service 
Employment Act, it requires that appointment processes be conducted without bias and 
do not create systemic barriers to help achieve a public service that reflects the Canadian 
population it serves. 


Resourcing (Ressourcement) — External and internal appointment activities. 


Second language evaluation (SLE) (Evaluation de langue seconde — ELS) — Language tests 
administered by the Public Service Commission to determine the second official language 
proficiency of employees and applicants. Includes reading, writing and oral interaction tests 
that assess the applicants’ ability to read, write and speak and understand their second 
official language in a work context. 


Specified term employment (Emploi pour une durée déterminée) - Employment of a fixed 
duration, whether full-time or part-time. 


Audit of appointments from collective staffing processes 


Staffing Management Accountability Framework (SMAE) (Cadre de responsabilisation en 
gestion de la dotation - CRGD) - The SMAF sets out expectations for a well-managed 
appointment system that enables ongoing monitoring of delegated authorities and 
reporting to the Public Service Commission. It serves as the basis for measuring key 
success factors, the achievement of results and respect for the appointment values. 


Studies (Etudes) — Studies are conducted to enhance understanding of the staffing system, 
draw attention to potential staffing issues, and to identify lessons learned and good 
practices. Since they address issues that need clarification or are of particular interest 
to Parliament and the public, studies are largely exploratory in nature, bringing together 
a range of methodologies to explore these topics. While normally more descriptive than 
audits, studies can both provide guidance to other oversight functions on ways to assess 
these topics in the future and help improve policies on appointment processes related 
to these topics. 


Sub-delegated manager (Gestionnaire subdélégué) - A person to whom a deputy head has 
sub-delegated, in writing, the authority to exercise specific appointment and appointment- 
related authorities that have been delegated to the deputy head by the Public Service 
Commission. 


Tenure (Durée d’emploi) — The period of time for which a person is employed. 


Transparency (Transparence) - One of the guiding values of the Public Service Employment Act, 
it requires that information about strategies, decisions, policies and practices be 
communicated in an open and timely manner. 


Women (Femmes) - An employment equity designated group under the Employment Equity Act. 
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